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FI RE PERSONNEL SERVI CES COORDI NATOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a highly responsi bl e support class in the
fire department, the primary duties of which are counseling
departnment enpl oyees in enmergency and non-energency situations;
referring enployees that are experiencing enotional, social
chem cal dependency, l|egal, financial or any of the other life
difficulties to the proper agency for counseling; maintaining
proper records and reports to docunent required activities; and
conducti ng workshops and training sessions to teach enpl oyees
how to deal with the trauma and stress which is unique to their
j ob situations. The incunmbent of this class perforns duties
with a high degree of i ndependence, reporting to and havi ng work
reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Responds to critical emergency situations in order to offer
support and counseling to both Firefighters and civilians.
Assists fire victins by referring them to the appropriate
support or gani zati ons. Observes Firefighters follow ng
traumatic incidents to note any changes in behavior patterns or
work habits which would require intervention. Counsel s or
refers enployees to the appropriate organi zati ons when they are
experiencing such problems as financial, |legal, chemca
dependency, enmotional, or any other difficulties. Accepts self
referrals or referrals by subordinates supervisors when the
subordi nates are experiencing difficulties in their work
si tuati ons. Assists in resolving enployees conplaints and
gri evances.

Participates in the research and planning of progranms and
activities of the departnent. Attends conferences, conventions,
and ot her educational neetings as required by the Fire Chief.
Moni t ors and eval uates | ocal conditions which may becone fire or
saf ety hazards. Studies new | aws, regul ations, ordinances, and
court rulings relating to fire departnent to determne if
changes in departnment policies and procedures are needed.

Gathers information to be used in conpiling a budget for the
Fire Personnel Services Coordinator Section. Assists in the
preparation of the departnental operating budget by conpiling
and organi zi ng data needed.
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Personal |y conpl etes any formor record required to docunent the
activity of this section. Conpiles and organi zes data in order
to wite reports. Wites requests for grants or other special
funds to aid in the operation of the Critical Incident Stress
t eam

Creates a positive image of the departnent by interacting with
the public in both enmergency and non-energency situations.
Informs the public by neans of talks or distribution of
literature of those agencies which are capabl e of assisting them
in dealing with individual or famly crisis situations. Acts as
a departnent representative to the news nedia concerning areas
of «critical incident stress. Coordi nates special projects
related to public relations to inprove the imge of the fire
departnment. Acts as a consultant for volunteer fire departnents
in surrounding areas, providing them with technical expertise
and assistance in |earning coping skills for handling stress in
their jobs.

Devel ops a training program for the departnment and sees that
such a programis properly staffed and supplied with training
resources. Serves as a classroominstructor.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |isted bel ow nust

be met by the filing deadline for application to the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommdati on.

Must have at least a Master's degree in sonme form of
pr of essi onal nment al health counseling and have attained
certification as a BCSW (Board Certified Social Wrker) or as a
LPC (Li censed Professional Counsel or).
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